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From the My Team tab, 

click “My Team.” 

Click on the employee 

whose goals you want 

to review. 
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Click the 

“Performance” tab. 

Click on the goal 

you wish to review. 
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Click the “Comments” plus 

(+) sign. 

Type your comments in the 

Comments box, and . . . 

. . . click “Save.” 
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To add attachments, 

click the Attachments 

plus (+) sign. 

Browse for and upload 

files from this dialog box. 
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Attachments have 

been added.  

Comments have 

been added, and. . . 

. . . you can still edit 

or delete them. 

When you are finished, 

click “Save and Close.” 


